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System Admin Menu

If you are a Superuser, you will be able to 

access the System Admin area of Tractivity 

through your normal login.
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1. To access System Admin; at the very top of your 

Tractivity page. Please click into ‘System Admin’.

2. Once within System Admin; you can find the 

menu on the left-hand side. 

3. To access any areas of System Admin, click the 

red link of the option you wish to edit/view or 

amend.
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External Forms
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External forms are editable forms that you can send 

either internally or externally to gather stakeholders' 

details – that once inputted into the form, will create a 

contact/organisation or even an activity.

External forms are sent via URL and can be copied into 

an email or how you see fit to send out to your requested 

audience.

1. External forms can be found by superusers within the 

system admin left-hand side menu. Under 

Configuration > External Forms.

2. This will show a list of all current External Forms that 

have been created. To create a new External Form – 

Click Add New Form under Add New.
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How to add an External Form

Once you have clicked into Add New Form – You will be 

shown a Form Details page, where you have some options to 

add some customisation to the form.

1. You must select the project any responses will be added 

to.

2. You must input a Form Title, which will appear in the 

External Form list for future reference.

3. Needs login is for internal use only. If you are gathering 

external stakeholders, this would always be no.

4. Once any responses have been received, you can choose 

to check for duplicates in other projects to ensure no 

stakeholder is in twice.

5. You can input your own introduction and thank you text as 

you wish – this is visible to the form user. You can also input 

your own branding using the picture icon.

6. To save the changes you have made and continue with 

adding the form, click Add.
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Customise Fields on External 
Form

When creating an external form, you must be gathering 

information for either a contact or an organisation. 

Once selected, you can then choose whether you 

would like to create an activity also.

1. Select whether you would like to create an 

Organisation or Contact. Using the tick box.

2. If applicable, choose whether you would like to 

create activity/enquiry.

3. Expand the drop-down fields using the + icon to 

view the external form questions.

1

2

3



Client Confidential

Customise Fields on External 
Form - Continued

Once you have expanded the field; you’ll be shown all 

the Fields that you can gather in your form. You can 

switch these options on/off as you wish.

1. Visible – Tick this option if you would like the field to 

be shown on your external form.

2. Required – If you would like a question to be 

mandatory, tick this box and the question will have to be 

answered before being submitted.

3. Friendly Name – We understand that not all 

language within Tractivity may be understood by 

stakeholders or used differently. You can change the 

‘Friendly Name’ as you wish. For example, in the 

screenshot attached – Distribution List has been 

amended to Newsletter.

4. Once you have configured the form as you wish; click 

add to ensure it’s saved. (At the bottom of this page)
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View and Send External Form

Once you have added the External Form you will be 

taken back to the External Forms list within System 

Admin.

Find the External Form you just created from the list 

(under title) and you will now be able to view/edit or 

access the URL.

1. Preview – Clicking this will take you to view the 

external form you have created. You cannot share 

the URL from this preview page as any submissions 

will not be saved. (see screenshot attached for 

example)

2. View – Clicking this will provide the live URL link –

which can you can share across to whom you wish.

3. Copy – Will automatically copy the URL of the 

external form without showing how this would look –

for you add send out via email or however you 

desire.

4. Title – Clicking the title will take you back to edit the 

external form. You can amend any of the 

configuration, name or text you have added.

5. Archive – You can soft delete the external form at 

any time using this.
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